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Welcome to the California ETMS/ETP Main Menu screen.  
Employers like you play a valuable role in offering 
specialized training to California workers and ETMS 
provides the features to support your Application process 
and Contract experience.   
 
Once your Application has been approved at Panel and 
the Contact is signed, you will be able to begin Enrolling 
your trainees. This Guide will show you how to add 
trainees, one at a time. 
 

 

To add trainees, navigate to your Contract by selecting 
the Contract link under the Employment Training Panel 
section, go to the ETP Applications fly-out and select the 
Contract link. 

 
Here, you will see a grid with your Contract information. 
Select the View link under the Action column. 
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The system now takes you into your Contract. To navigate 
to Enrollments, select the Curriculum tab.  
 
Under the Curriculum tab, select the heading titled 
Enrollments and Trainees.  
 
At the bottom of Enrollment and Trainees select the Add 
Trainees link. 
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The system will navigate to the Trainee Details page. 
Complete the following fields under the Trainee Details 
section: 
 
SSN: Enter the Trainee’s SSN without dashes. This is the 
only time that the SSN needs to be entered. 
 
First Name: Enter the first name of the Trainee. 
 
Middle Initial: This is an optional field. 
 
Last Name: Enter the last name of the Trainee. 
 
Gender: From the dropdown select the gender of the 
Trainee. 
 
Age Group:  From the dropdown select the age group of 
the Trainee. 
 
Education: From the dropdown select the education of 
the Trainee. 
 
Ethnicity: Select the checkbox that correlates to the 
Trainee’s ethnicity.  
 

 

The next section to complete is the Contact Information. 
The only required information is the Zip Code field. Please 
enter the zip code of the Trainee’s home address.  
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The next section to complete is the Veteran Information 
section. Please select the Yes or No radio button in the 
Veteran field. If you do not know this information, select 
No. 
 
After all required fields are complete, select the Save 
button. 
 

 
After selecting Save, the system navigates to the 
Employment History Section. Please complete all the 
required selections. 
 
Employer: Select the Company from the dropdown 
selection where the Trainee is employed. There will be 
multiple selections if there are Affiliated Companies on 
the Contract. 
 
Employment Location: Select the Location where the 
Trainee works. These selections are based off what is 
selected in the Employer field. 
 
Employee ID: Employee ID is an optional field. If you do 
not enter an Employee ID for the Trainee, the system 
gives the trainee one. The Employee ID is used for 
Tracking Hours and Invoicing. 
 
Job Title: Select the Job Title from the dropdown. The Job 
Title options are based off of what location is selected. 
 
Costing Groups: Select the Costing Group of the Trainee. 
These selections are based off of what Job Title is 
selected. 
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Hire Date: Enter the Hire Date of the Trainee. 
 
After all of the required fields are entered, select the Save 
button. 
 

The system then navigates back to the first page, where 
the Trainee Details are found. This page now has a section 
summarizing the Employment History. 
 
If the Employment History of the Trainee needs to be 
edited, select the View link under the Action column.   
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To save the Trainee, please select the Save button under 
the Employment History Section.  
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After the Trainee is saved, the system navigates back to 
the main curriculum tab. The Trainee will appear in the 
grid under the Enrollments and Trainee’s section. Their 
status will show as enrolled. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 


